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SUMMARY  OF  FINDINGS 


The  report  on  the  city  clerk  department  and  related 
agencies  deals  with  the  activities  of  the  city  clerk  depart- 
ment, the  officers  of  the  city  council,  the  registry  depart- 
ment, and  the  statistics  department. 

The  city  clerk  is  elected  to  office  by  the  city 
council  and  is  responsible  for  the  care  and  custody  of  all 
records,  documents,  maps,  plans,  and  papers  of  the  city. 
He  also  records  chattel  mortgages,  assignments  of  wages, 
and  other  instruments.   The  city  clerk  employs  a  staff  of 
22  employes  to  perform  this  work* 

The  registry  department  is  responsible  for  the 
recording  of  births, marriages,  and  deaths.   It  is  under 
the  direction  of  a  city  registrar  who  is  appointed  by  the 
mayor.   The  staff  of  this  department  includes  approximately 
i|l  employes. 

The  officers  of  the  city  council  include  a  city 
messenger  and  a  clerk  of  committees.   The  former  has  custody 
over  certain  city  documents  and  provides  sergeant-at-arms 
service  to  the  council.   The  latter  is  responsible  for 
providing  the  stenographic  and  clerical  services  required 
by  the  council.   The  combined  staff  assigned  to  these 
offices  is  approximately  15. 

The  statistics  department  is  under  the  jurisdic- 
tion of  a  board  of  trustees  who  are  appointed  by  the  mayor. 
It  is  responsible  for  such  miscellaneous  activities  as  the 
publication  of  statistics  on  the  city,  modern  foreign 
language  translations,  furnishing  municipal  research  material, 
operating  a  news  clipping  service,  and  the  business  manage- 
ment of  the  City  Record.   The  editing  staff  of  the  City 
Record  is  only  incidentally  attached  to  this  department. 
The  staff  of  the  department  consists  of  approximately  10 
employes. 

In  Boston,  the  city  clerk  occupies  a  dual  capacity 
in  that  he  engages  in  both  legislative  and  executive  func- 
tions.  However,  this  pattern  is  common  throughout  the 
Commonwealth,   This  combination  of  duties  assigned  to  the 
City  clerk  has  resulted  in  the  establishment  of  separate 
agencies  in  both  the  executive  and  legislative  branches 
to  handle  supplementary  activities.   In  the  legislative 
branch,  these  are  the  city  messenger  and  the  clerk  of  com- 
mittees, and  in  the  executive  branch,  the  registry  department. 

The  creation  of  a  registry  department  has  not 
increased  materially  the  cost  of  or  decreased  the  effective^ 
ness  of  recording  births,  -  marriages,  and  deaths,  but  it 
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has  resulted  in  adding  to  the  number  of  separate  department 
heads  with  whom  the  mayor  has  to  desl  directly.   However, 
the  existence  of  the  offices  of  city  messenger  and  clerk 
of  committees,  both  reporting  direct  to  the  president  of 
the  council,  a  part-time  official,  has  created  many  serious 
deficiencies.   This  has  made  for  confused  lines  of  authority 
and  responsibility,  inadequate  supervision  over  the  activities 
of  the  staffs,  duplication  of  effort,  and  excessive  staffing 
in  the  organization  units  under  the  officers  of  the  city 
council. 

The  housekeeping  responsibilities  of  the  council 
are  discharged  in  a  very  disorganized  and  unbusinesslike 
manner.   No  pretense  is  made  at  controlling  attendance  or 
determining  that  the  employes'  services  are  used  effectively. 
The  absence  of  mechanical  dictation  equipment  creates  the 
need  for  the  employment  of  excessive  numbers  of  stenographic 
personnel.   Council  proceedings  are  recorded  on  a  contract 
basis  at  a  cost  of  over  $16,000  a  year.   This  is  work  which 
would  be  performed  on  a  force  account  basis  for  less  than 
$5000  a  year.   Complete  files  of  all  official  correspondence 
of  the  council  are  not  maintained.   Documents  are  stored  in 
a  disorderly  manner.  No  attention  is  given  to  the  permanent 
storage  of  old  documents. 

For  the  most  part,  the  operations  of  both  the 
city  clerk  and  registry  departments  are  efficient  and 
economical.   There  is  no  evidence  of  excessive  staffing  and 
acceptable  work  flow  procedures,  particularly  in  the  registry 
department,,  have  been  developed  to  the  extent  that  waste 
motion  has  been  reduced  to  a  minimum.   However,  there  is 
evidence  that  neither  department  has  resorted  to  the  use  of 
microfilming  technique  to  the  fullest  advantage,. 

The  statistics  department  has  been  assigned  a 
number  of  miscellaneous  activities,  the  scope  of  each  being 
quite  limited.   These  activities  are  all  of  such  a  nature  that 
the  responsibility  for  their  performance  could  be  discharged 
by  other  agencies  in  a  more  effective  manner  without  making 
additions  to  the  staff  of  any  of  them.   Thus,  the  existence 
of  the  department  appears  to  constitute  nothing  more  than  a 
method  of  providing  unnecessary  positions,. 

The  business  management  of  the  City  Record  is  a 
highly  overrated  activity ,.   as  its  existence  is  for  the  most 
part  dependent  upon  the  practice  of  making  interdepartmental 
charges  for  advertising  included  in  the  paper ,   This  device 
is  of  no  value  as  the  publication  can  never  hope  to  be  placed 
on  a  self-supporting  basis.   Moreover,  the  rates  charged 
departments  for  advertising  and  those  charged  by  the  printing 
department  for  printing  are  fictitious  and  bear  no  relationr 
ship  to  the  cost  of  the  service  rendered,. 
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SUMMARY  OP  RECOMMENDATIONS 


The  recommendations  expressed  or  implied  in  this 
report  may  be  summarized  as  follows; 

1,  Place  the  responsibility  for  the  activities 
of  the  city  messenger,  clerk  of  committees,  and  the  city 
registrar  under  the  jurisdiction  of  the  city  clerk. 
(Sections  2b  and  2c) 

2,  Abolish  the  positions  of  city  messenger  and 
clerk  of  committees,  (Section  2b) 

3,  Transfer  the  city  messenger 's  responsibility 
for  the  maintenance  of  flag  staffs  and  the  raising  and  lower- 
ing of  flags  to  the  city  agency  which  has  jurisdiction  over 
the  area  in  which  the  staffs  are  located,  (Section  2b) 

!|-.   Transfer  the  city  messenger's  responsibility 
for  the  roping-roff  of  streets  on  public  occasions  to  the 
highway  division  of  the  public  works  department,  (Section  2b) 

5.  Transfer  the  responsibility  for  the  issuance 
of  licenses  to  minors  from  the  city   clerk  t0  the  proposed 
central  licensing  agency,   (Section  2d) 

6.  Provide  for  a  cashier's  cage  in  the  office 
of  the  city  clerk.  (Section  3b) 

7.  Accomplish  the  microfilming  of  all  city  clerk 
records  from  1915  to  the  present,  (Section  3c) 

8.  Provide  dictation  equipment  for  the  use  of 
city  councilors  and  eliminate  five  clerical  positions 
presently  assigned  to  the  city  messenger  and  the  clerk  of 
committees,  (Section  1+a) 

9.  Discontinue  the  practice  of  contracting  for 
stenographic  services  to  record  the  proceedings  of  council 
and  committee  meetings.  (Section  l\.b) 

10,  Store  only  the  more  recent  city  documents  in 
the  city  messenger's  document  room,  (Section  l|c) 

11,  Destroy  all  claims  which  have  been  outlawed 
by  the  statute  of  limitations,  (Section  Ij.d) 

12,  Require  the  council  to  maintain  complete  files 
for  all  correspondence  dealing  with  actions  or  proposed  actions 
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of  the  council  at  large  or  any  one  of  Its  committees. 
(Section  l±e) 

13*  Transfer  the  ancient  records  of  the  registry 
department  to  the  library  department.  (Section  5c) 

11+,  Give  consideration  to  the  microfilming  of 
records  which  are  subject  to  infrequent  reference.  (Section  5c) 

15.  Abolish  the  statistics  department,  eliminate  its 
staff  and  transfer  its  activities  as  follows:  (Section  6a) 

a.  The  supplying  of  facts  and  figures  on  Boston 
and  the  furnishing  of  research  facilities  to  the 
library  department. 

b.  The  editing  of  the  City  Record  and  Municipal 
Register  to  the  city  clerk  department. 

c.  The  business  management  of  the  City  Recor  d 
to  the  printing  department, 

d.  Providing  of  modern  foreign  language 
translations  to  the  mayor »s  office. 

e.  The  newspaper  clipping  service  to  the 
mayor*  s  office. 

16.  Discontinue  the  practice  of  making  inter^ 
departmental  charges  for  City  Record  advertising.  (Section  6d) 

17.  Continue  the  policy  of  not  accepting  private 
advertising  for  the  City  Record.   (Section  6e) 

18.  Require  the  public  buildings  department  to 
correct  the  deficiencies  in  the  space  assigned  to  the  city 
council  and  give  consideration  to  the  location  of  the  city 
clerk  and  registry  departments  in  an  overall  space  study 
recommended  to  be  made  by  the  public  buildings  department 
in  another  report  of  this  seriesf  (Section  7) 


CITY  CLERK  DEPARTMENT 

AND 

RELATED  AGENCIES  AND  ACTIVITIES 


1.   Introduction 

This  report  deals  with  the  activities  of  the  city 
clerk  department,  the  registry  department,  the  statistics 
department,  and  the  administrative  staff  of  the  city 
council.   It  discusses  the  operations  of  these  several 
agencies  separately  and  considers  the  relationship  which 
exists  among  their  activities. 

The  city  clerk  department  is  under  the  direction 
of  the  city  clerk.   This  official  is  elected  for  a  term  of 
three  years  by  the  city  council.   The  present  incumbent, 
however,  holds  the  office  as  authorized  by  Chapter  58O  of 
the  Acts  of  1°47. 

The  city  clerk  is  charged  with  the  care  and 
custody  of  all  records,  documents,  maps,  plans,  and  papers  of 
the  city  except  those  for  which  other  provision  has  been 
made.   The  city  clerk  also  records  chattel  mortgages, 
assignments  of  wages,  and  other  instruments;  issues  licenses 
and  badges  to  minors  when  so  directed  by  the  city  council; 
causes  every  ordinance  to  be  printed  as  a  city  document 
as  soon  as  possible  after  its  passage;  and,  except  as  other- 
wise provided,  causes  every  ordinance  to  be  published  once 
a  week  for  three  weeks  successively  in  two  daily  newspapers 
published  in  the  city.   It  is  the  responsibility  of  the  city 
clerk  to  keep  a  copy  of  the  latest  revision  of  the  ordinance 
with  all  amendments  codified  and  arranged  therein  and  to 
prepare  and  print  as  a  city  document  a  supplement  of  the 
Revised  Ordinances  containing  all  ordinances  passed  during 
the  year.   The  clerk  is  also  required  by  ordinance  to  attend 
all  meetings  of  the  city  council,  and  keep  records  of  such 
meetings. 

As  of  February  15 ,  19^9  the  department  was  staffed 
with  22  employes  whose  annual  salaries  totaled  $66, 700*   The 
staff  of  the  department  on  that  date  did  not  include  any 
temporary  employes. 

The  registry  department  is  responsible  for  the 
recording  of  births,  marriages,  and  deaths.   It  is  under  the 
direction  of  a  city  registrar  who  is  appointed  by  the  mayor. 

On  March  1,  191-1-9  >  there  were  Lj.1  employes  on  the 
payroll  of  the  department.   Its  expenditures  in  I9U8  were 
$112,075.91;  as  compared  with  $110,965.10  in  I9I4.7.  Receipts 
from  various  fees  received  by  the  department  and  paid  to  the 
city  collector  were  $6l,236.0lt  in  I948  and  $63,399-56  in  I9I47, 
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The  statistics  department  was  established  in 
1897*   It  is  under  the  jurisdiction  of  a  board  of 
trustees  who  are  appointed  by  the  mayor.   It  is  respon- 
sible for  the  collection,  compilation,  and  publication  of 
such  statistics  on  Boston  or  other  cities      the  board 
deems  of  public  importance*   The  department  is  also  respon- 
sible for  the  publication  of  the  City  Record,   As  of 
January  k,    19^9*  the  staff  of  the  department,  including 
the  staff  of  the  City  Record,  consisted  of  ten  employes. 
Including  the  cost  of  publishing  the  City  Record,  the 
department  spent  a  total  of  $6lj.,  595  during  the  year  ending 
December  31,  19^9* 

While  the  city  clerk  is  the  clerk  of  council, 
this  responsibility  entails  only  attendance  at  the  meetings 
and  the  maintenance  of  records  of  such  meetings.   The  admini- 
strative duties  connected  with  the  council  activities  are 
under  the  jurisdiction  of  the  president  of  the  council.   How?- 
ever,  the  actual  work  is  performed  by  the  city  messenger 
and  staff  and  the  clerk  of  committees  and  staff.   Both  officers 
are  appointed  by  the  council.   The  duties  of  these  two  officers 
and  their  staffs  include  the  custody  and  distribution  of  all 
documents  for  use  of  the  city  council;  the  maintenance  of 
records  of  committee  meetings;  the  operation  of  a  city  hall 
reference  library;  the  maintenance  of  the  city  flagstaffs 
and  the  display  of  flags;  and  the  ropingroff  of  streets  and 
squares  on  public  occasions. 

As  of  March  1,  19^4-9*  there  were  15  employes  engaged 
in  this  work.   During  the  year  ending  December  $1,    19U8,  the 
total  expenditures  of  the  council  amounted  to  $122,7m-5« 

2,_  Functions  and  Activities  and  Place  in  the  Organization 
of  the  City  Clerk  Departme  n't,  City  (Jouncil  "Officers,  and 
Registry  Department 

a.   Dual  Capacity  of  the  City  Clerk:   The  city 
clerk  in  Massachusetts  occupies  a  rather  unusual  position 
in  the  city  government.   The  officer  is  appointed  by  the 
city  council  or  other  legislative  body  and  acts  as  clerk 
of  that  body.   In  this  respect,  the  city  c]erk  and  his 
organization  must  be  considered  a  part  of  the  legislative 
branch  of  the  city  government.   However,  the  city  clerk  also 
is  responsible  for  handling  numerous  matters  which  are  normally 
the  responsibility  of  the  executive  branch  of  the  government. 
It  is  the  common  pattern  in  other  sections  of  the  country 
for  the  clerk  or  corresponding  official  to  be  appointed  by 
the  legislative  body.   But,  the  duties  of  the  office  are 
limited  to  servicing  the  legislative  organization  and  are 
not  In  any  way  connected  with  the  executive  branch  of 
government.   There  are  certain  advantages  to  be  obtained 
through  this  arrangement,  but  it  is  not  believed  appropriate 
to  suggest  such  a  pattern  for  Boston  because  of  the  time* 
honored  and  accepted  pattern  in  Massachusetts. 
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The  legislative  functions  of  the  city  clerk  may 
be  summarized  as  follows:   Attend  the  meetings  of  the 
council;  keep  records  of  such  meetings ;  make  rules  on  par- 
liamentary procedure;  cause  to  be  printed  all  ordinances; 
and  issue  licenses  and  badges  to  minors  when  so  directed 
by  the  council*   The  executive  functions  of  the  city 
clerk  are  as  follows;  having  custody  over  ell  records, 
documents,  maps,  plans,  and  papers  of  tne  city  except 
those  otherwise  provided  for;  the  recording  of  chattel 
mortgages,  assignment  of  wages  and  other  instruments;  and 
the  swearing  in  of  minor  officers, 

.  While  the  city  clerk  in  Boston  assumes  both 
legislative  and  executive  functions,  the  city  clerk* s  de-r 
partment  has  not  been  assigned  all  of  the  legislative  and 
executive  functions  which  are  normally  the  responsibility 
of  this  office, 

This  has  resulted  in  the  establishment  of  three 
other  agencies  which  perform  closely  related  activities, 
These  are  the  city  messenger  and  the  clerk  of  committees, 
which  are  under  the  jurisdiction  of  the  council,  and  the 
registry  department,  which  is  under  the  jurisdiction  of  the 
mayor, 

b,   Activities  of  the  Gity  Messenger  and  Clerk 
of  Committees!   The  primary  purpose  of  the  offices  of  city 
messenger  ana!  clerk  of  committees  is  to  relieve  the  president 
of  the  council  of  the  burden  of  direct  responsibility  for 
the  housekeeping  services  which  are  necessary  to  facilitate 
the  expedition  of  business  of  any  legislative  body. 

Among  the  duties  of  the  city  messenger  are  the 
following:  attending  the  meetings  of  the  council  and  its 
various  committees;  maintaining  a  record  of  the  expenditures 
of  the  council  and  handling  the  clerical  work  appurtenant 
to  these  expenditures;  preparing  payrolls;  having  custody 
over  and  distributing  all  documents  printed  for  the  use  of 
the  council;  and  directing  the  work  of  special  policemen 
assigned  to  the  council  chamber  during  council  meetings. 

The  clerk  of  committees  of  the  council  is  respon- 
sible for  providing  the  stenographic  and  clerical  services 
required  by  the  council  and  the  operation  of  the  city  hall 
reference  library. 

Both  the  city  messenger  and  the  clerk  of  committees 
have  a  sizable  staff  under  their  direction.   Both  are 
directly  responsible  to  the  president  of  the  council.   However, 
in  practice,  they  receive  little,  if  any,  supervision  and 
operate  more  or  less  independently.  This  is  understandable 
when  it  is  realized  that  the  president  of  the  council  is  not 
a  full-time  official.   Consequently,  this  executive  cannot 
be  expected  to  supervise  continually  these  activities,  Morer 
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over,  the  activities  involved  are  so  closely  related  to  the 
legislative  activities  under  the  jurisdiction  of  the  city 
clerk  that  duplication  of  records,  space,  and  personnel 
could  be  eliminated  if  they  were  consolidated. 

If  the  activities  and  staffs  of  the  city  messenger 
and  the  clerk  of  committees  were  transferred  to  the  city 
clerk,  numerous  benefits  would  be  obtained.   Among  these 
would  be  the  following: 

(1)  A  full-time  responsible  official  would  have 
jurisdiction  over  the  housekeeping  activities  of  the 
council. 

(2)  The  positions  of  city  messenger  and  clerk 
of  committees  would  be  eliminated* 

(3)  Duplication  of  effort  among  the  three  offices 
now  serving  the  council  would  be  eliminated, 

(L{.)  Provision  would  be  made  for  the  centralization 
and  consolidation  of  council  records. 

It  is,  therefore,  recommended  that  the  offices 
of  city  messenger  and  clerk  of  committees  be  abolished 
and  that  their  functions  be  made  the  responsibility  of  the 
city  clerk. 

In  addition  to  those  duties  of  the  city  messenger 
which  have  been  previously  mentioned,  this  officer  is  also 
responsible  for  the  maintenance  of  all  city  flagstaffs,  the 
display  of  flags  on  these  staffs,  and  the  roping-off  of 
streets  and  squares  on  public  occasions* 

There  appears  to  be  no  logical  reason  for  the 
centralization  of  the  responsibility  for  the  care  and 
maintenance  of  flag  staffs  and  the  display  cf  flags  much  less 
the  assignment  of  such  a  responsibility  to  an  officer  of  the 
city  council.   The  flag  staffs  are  scattered  throughout  the 
city,  but  each  one  is  located  on  property  which  is  under  the 
jurisdiction  of  a  city  agency.   Furthermore,  it  is  necessary 
for  the  city  messenger  to  have  the  work  performed  by  con- 
tract, as  there  is  no  personnel  on  his  staff  to  discharge  the 
responsibility.   It  would  be  much  more  economical  to  assign 
the  responsibility  to  the  agency  which  has  jurisdiction  over 
the  grounds  upon  which  the  flag  staffs  are  located. 

The  roping-off  of  streets  and  squares  on  public 
occasions  involves  the  engagement  of  a  contractor  to  drive 
the  stakes  and  rope  the  designated  areas,  as  the  city 
messenger  does  not  have  the  personnel  or  equipment  to  do 
this  work.   This  is  an  expensive  arrangement.   The  highway 
division  of  the  public  works  department  should  be  able  to 
handle  this  activity  effectively  at  no  additional  cost 
by  using  the  personnel  and  equipment  which  it  already  has 
available. 
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c.   Place  in  the  Organization  of  the  Registry 
Department ;   Boston  is  unTque  among  the  "cities  of  the 
Commonwealth  in  the  fact  that  the  recording  of  births, 
marriages,  and  deaths,  elsewhere  a  function  of  the  city 
clerk's  office,  is  handled  by  a  separate  department  under 
the  jurisdiction  of  the  mayor .   This  department  was 
established  in  l&k$. 

Because  Boston  is  a  medical  center,  and  due  to 
the  fact  that  over  50  percent  of  the  population  of  the 
Commonwealth  lives  in  the  metropolitan  area,  the  number  of 
births  and  deaths  in  the  city  each  year  is  disproportionate 
to  the  resident  population.   The  number  of  marriage  license 
applications  filed  annually  and  the  number  of  marriages 
solemnized  in  Boston  are  also  disproportionately  large,  due 
to  the  large  transient  population  of  the  city.   These 
factors  result  in  approximately  27  percent  of  all  records 
of  births,  marriages,  and  deaths  which  occur  in  the 
Commonwealth  being  compiled  by  the  registry  department  of 
the  City  of  Boston, 

Undoubtedly,  the  relatively  heavy  volume  of 
recording  work  in  Boston  was  one  reason  for  the  creation  of 
a  separate  department.   For  the  most  part,  this  arrangement 
has  worked  successfully,  at  least  as  far  as  the  recording 
work  itself  is  concerned.   However,  in  considering  the 
place  in  the  organization  of  the  city  government  of  this 
activity,  weight  must  be  given  to  its  relationship  with 
other  agencies  and  with  the  chief  executive.   At  the  present 
time,  the  executive  branch  of  the  city  government  consists 
of  approximately  35  separate,  independent  agencies,  each 
of  which  is  responsible  direct  to  the  mayor.   The  defects 
in  this  arrangement  and  the  need  for  consolidation  and 
coordination  among  the  numerous  agencies  is  pointed  out  in 
another  report  of  this  series  on  the  "General  Organization 
of  the  Executive  Branch." 

While  the  recording  work  in  the  City  of  Boston 
is  substantially  greater  in  comparison  with  that  of  other 
cities  and  towns  in  the  Commonwealth,  it  is  not  of  suff in- 
dent volume  and  Import  to  justify  departmental  status. 
It  is  quite  common  in  other  sections  of  the  country  for 
this  work  to  be  under  the  jurisdiction  of  the  health  officials. 
However,  in  Massachusetts,  it  is  a  definite  pattern  for 
this  work  to  be  under  the  jurisdiction  of  the  city  or  town 
clerk.   There  would  be  little  advantage  for  Boston  to  attempt 
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to  do  otherwise,  as  the  secretary  of  state,  and  not  the 
state  health  department,  is  the  official  responsible  for 
coordinating  this  work  throughout  the  Commonwealth.   Con- 
sequently, it  is  recommended  that  the  registry  department 
be  placed  under  the  jurisdiction  of  the  city  clerk. 

While  the  registry  department  is  operating  quite 
effectively  in  its  present  capacity,  this  does  not  mean  that 
certain  internal  advantages  would  not  accrue  if  all  recording 
work  were  under  the  jurisdiction  of  the  city  clerk.   The 
work  of  both  agencies  is  such  that  they  have  need  to 
resort  to  a  substantial  amount  of  microfilming.   Some  use 
has  already  been  made  of  this  process  by  the  city  clerk. 
The  consolidation  of  the  two  agencies  would  make  it  pos- 
sible to  utilize  this  process  on  a  relatively  large  scale 
with  the  resulting  economies  and  improvement  of  records. 

The  consolidation  of  the  two  agencies  would  also 
make  possible  more  effective  use  of  staff  time.   Both 
agencies  deal  directly  with  the  public,  but  the  volume  of 
visitors  is  generally  much  higher  during  the  noon  hour. 
A  combined  clerical  staff  would  make  it  more  feasible 
to  shift  assignments  to  meet  peak  demands. 

d.   Proposed  Functions  of  the  City  Clerk:   The 
recommendations  in  the  proceding  sections  of  this  report 
would  centralize  in  the  office  of  the  city  clerk  complete 
responsibility  for  all  the  administrative  and  housekeeping 
activities  connected  with  the  council;  the  present  activities 
of  the  registry  department;  and,  with  one  exception,  the 
present  functions  of  the  city  clerk.   This  exception 
would  be  the  issuance  of  licenses  and  badges  to  minors, 
which  should  be  handled  by  a  central  licensing  agency,  which 
is  proposed  in  another  report  of  this  series. 

3.   City  Clerk  Department 

a.   Organization  and  Staff:   The  city  clerk 
appoints,  subject  to  tEe  approval  of  the  mayor,  an 
assistant  city  clerk  under  the  terms  of  Chapter  i|l, 
Section  18,  of  the  General  Laws.   The  assistant  city  clerk 
holds  office  until  his  successor  is  appointed  and  qualified. 
The  certificate  or  attestation  of  the  assistant  city  clerk 
has  the  same  effect  as  that  of  the  city  clerk. 

The  city  clerk  department  operates  as  a  single 
unit,  all  employes  reporting  to  the  clerk;.   However, 
except  for  four  employes  assigned  to  duties  in  what  is 
known  as  the  "front  office,"  the  clerical  personnel  are 
assigned  to  what  is  known  as  the  "mortgage  division"  where 
they  record  and  file,  under  the  immediate  supervision  of 
a  chief  clerk,  mortgages,  liens,  business  certificates,  and 
similar  documents. 
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As  of  February  15, 
lines  of  authority,  permanent 
cost  were  as  follows: 


19U9  the  organization, 
staff,  and  annual  payroll 


Number  of 

Annual  Pay- 

Position 

Employes 
1 

roll  Cost 

City  clerk 

$7,500 

Assistant  city  clerk 

1 

5,500 

Clerk 

3 

9,900 

Clerk- stenographer 

1 

3,200 

4,200 

Chief  clerk 

1 

Clerk 

3 

7,14-00 

Clerk- stenographer 

3 

8,000 

Stenographer 

3 

7,500 

Clerk-typist 

5 

11,600 

Clerk-stenographer 

l 

1,900 

Total 

22 

$66,700 

The  staff  of  the  department  is  the  same  as  it 
was  20  years  ago.   Yet,  it  is  reported  that  during  this 
period,  the  work  of  the  department  has  increased 
app?  oximately  100  percentf   Statistics  supporting  in  part 
this  estimated  increase  appear  in  the  city  clerk's  annual 
report  for  19^-7-   This  report  points  out  that  the  recording 
of  chattel  mortgages  in  19^-7  showed  an  increase  of  Lj.6  percent 
over  the  number  recorded  in  19^1 » 

It  has  been  the  policy  of  the  department  to 
handle  the  added  work  load  placed  upon  it  by  recording 
and  copying  of  veterans'  discharges  on  an  overtime  basis 
rather  than  by  adding  to  the  regular  staff.   The  recording 
and  copying  of  these  discharge  certificates  is  handled 
without  charge  under  the  provisions  of  Chapter  58I1  of  the 
Acts  of  I9I4-6,  which  amends  Chapter  115,  Section  3,  of  the 
General  Laws. 

Except  for  the  fact  that  fees  are  collected 
by  more  than  one  employe,  the  assignment  of  duties  to  the 
individual  employes  of  the  department  appears  to  be  en- 
tirely satisfactory.   No  significant  change  in  assignments 
is  recommended. 

In  I9I+8,  tne  department  installed  a  photo- 
recording machine  which  has  permitted  the  liquidation  of 
a  backlog  of  documents  waiting  to  be  processed.   The 
installation  has  eliminated  the  possibility  of  errors  that 
were  inevitable  in  the  transcribing  of  instruments.   The 
city  clerk  estimates  that,  were  it  not  for  the  installation 
of  the  photo-recording  machine,  it  would  have  been  necessary 
to  employ  five  or  six  additional  employes  to  take  care  of 
the  increased  volume  of  work  in  the  department. 
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The  photo-recording  of  records  is  in  accord  with 
current  thinking  of  reproducing  records  in  volume.   It  is 
more  rapid  and  much  less  expensive  than  reproducing  copies 
of  documents  by  individually  typing  copies.   The  latter 
method  requires  considerable  labor  for  transcribing  and 
proofreading  and  there  is  obviously  greater  opportunity 
for  error  than  exists  in  mechanical  reproduction. 

b.  Sundry  Operating  Procedures;  Mortgage 
instruments  are  received  in  the  city  clerk  department  and 
stamped  to  indicate  the  time  of  receipt  and  the  amount  of 
the  fee*   The  amount  of*  the  fee  is  recorded  in  a  cash  book 
controlled  by  the  chief  clerk  and  the  instruments  are  en- 
tered in  an  alphabetical  register  under  the  name  of  the 
grantor.   The  register  provides  information  as  to  the 
grantor,  grantee,  book  and  page,  to  whom  delivered,  date 
of  delivery,  date  of  recording,  and  the  amount  of  the  fee* 
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for  the  use  of  the  general  public,   The  instruments  are 
then  photo-recorded  and  returned  to  the  chief  clerk.   The 
signature  of  the  city  clerk  or  the  assistant  city  clerk 
is  obtained  and  the  instruments  are  then  returned  to  the 
properly  designated  parties. 

Business  certificates  are  received  and  stamped 
to  indicate  the  date,  time  of  receipt,  and  the  amount  of 
the  fee.   The  amount  of  the  fee  is  recorded  in  a  cash 
book,  and  the  certificates  are  filed  after  the  preparation 
of  index  cards,  designated  as  CC-5.  A  bound  index  is  eventually 
prepared  for  the  use  of  the  general  public. 

Certified  copies  of  the  documents  desired  are 
prepared  pursuant  to  a  request  and  are  submitted  to  the  city 
clerk  or  assistant  city  clerk  for  signature.   A  pencil 
memorandum  acknowledging  the  receipt  of  the  fee  accompanies 
the  paper.   The  chief  clerk  enters  the  amount  of  the  fees 
in  a  cash  book  and, at  the  end  of  the  month,  the  total 
of  the  pencil  memorandums  in  the  hands  of  the  city  clerk 
is  checked  against  the  entries  in  the  cash  book. 

Signed  applications  for  minor s'  licenses  are 
received  together  with  the  required  fee.   A  badge  and 
card  are  issued,  the  badges  being  numbered  in  consecutive 
order,  and  the  proper  entry  is  then  made  in  the  minors  » 
license  book.   Collections  are  checked  periodically 
by  comparing  the  total  recordings  in  the  minors'  license 
book,  multiplied  by  the  fee,  with  the  total  amount  of  cash 
received  from  this  source. 

After  approval  of  constables'  applications  by 
the  law  department  and  the  city  council  and  approval  of 
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bonds  by  the  mayor,  city  council,  and  city  treasurer,  the 
applicants  are  sworn  in  by  the  city  clerk.   A  warrant  is 
then  issued  upon  payment  of  the  required  fee,   Appointments 
are  then  recorded  in  a  book  designated  "Qualification  of 
Minor  Officers,"  Appointees  sign  their  name  in  this 
register  and  the  clerk  inserts  the  information  relative  to 
the  date  of  appointment,  date  sworn  in,  and  office  of 
appointment.   Symbols  are  used  to  designate  the  names  of 
constables  paying  fees  so  as  to  differentiate  from  city 
constables  who  do  not  pay  fees.   Periodically,  the  number 
of  symbols  is  checked  against  the  fees  collected  for 
constables'  warrants. 

All  fees  for  recording  and  filing  are  entered  on 
a  daily  fee  slip  which  is  totaled  and  compared  with  cash 
book  totals.   The  daily  fee  slip  is  then  forwarded  to  the 
assistant  city  clerk  for  filing  in  his  office.   This  document 
is  checked  by  the  assistant  city  clerk  against  the  certified 
copy  memorandums  plus  total  deposits  made  with  the  city 
collector  over  the  period  being  audited,  plus  the  cash  held 
awaiting  deposit  with  the  collector,   while  satisfactory  con- 
trol over  receipts  from  fees  appears  to  be  in  effect,  there 
is  no  record  of  total  daily  collections  of  the  department 
nor  of  the  accumulated  total  collections  for  each  kind 
of  fee.   It  is  recommended  that  a  cashier's  cage  be  estab- 
lished where  all  fees  would  be  collected.   The  cashier 
should  enter  all  receipts  on  a  cash  sheet  and  extend 
the  amounts  in  the  column  provided  for  each  type  of  fee. 

Pees  received  from  appointed  constables  and  from 
licensed  minors  should  also  be  received  at  the  cashier's 
window  and  a  prenumbered  receipt  issued  therefor.   This 
receipt  would  be  surrendered  for  the  warrant  or  license. 
The  total  fees  collected  for  minors*  licenses  and  for 
constables*  warrants  should  be  checked  daily  with  the 
receipts  left  with  the  clerk  issuing  the  warrant  or  license. 

The  total  collections  for  filings  and  recordings 
should  be  checked  with  the  daily  fee  slip.   Miscellaneous 
fees  should  be  received  by  the  cashier  and  recorded  on  the 
cash  sheet. 

c.   Preservation  of  Records:   The  city  clerk 
department  has  a  backlog  of  compilation  work  consisting 
of  indexing  and  binding.   This  backlog,  as  of  March  1, 
19l+9>  included  an  index  of  personal  property  mortgages  in 
arrears  since  19$8«   0ne  index  of  personal  property  mort- 
gages  covers  from  1938  to  191+2  and  one  covers  from  19^2 
to  I9I+8.   One  business  certificate  index  covers  from  I9I4.I 
to  I94I4.  and  one  covers  from  19W+  to  I9U8.   The  backlog  of 
binding  consisted,  as  of  March  1,  19^9,  of  14.O   books  awaiting 
final   comparison  before  being  bound.   This  work  is  expected 
to  be  completed  during  19^9.   An  index  of  business  certifi- 
cates is  in  arrears  since  19M-- 
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During  191+1,  all  records  of  the  Town  and  City 
of  Boston  and  Its  annexed  towns,  from  1629  to  1915  >  *n 
the  custody  of  the  city  clerk, were  duplicated  by  the 
microfilm  process.   The  negative  microfilms  of  these 
records,  consisting  of  225  reels,  have  been  placed  in  a 
steel  case  and  stored  in  the  public  library.'  The  positive 
microfilms  of  the  records  have  been  given  to  the  library. 


Carbon  copies  of  records  of  the  city  council 
for  the  yec_*s  1915  to  19^0,  inclusive,  consisting  of 
26  volumes  with  an  index  to  each  volume,  were  also  placed 
with  the  library  department  for  safekeeping  in  19^1  an^  are 
added  to  from  year  to  year. 

It  is  recommended  that  microfilm  reproduction 
of  records  in  the  custody  of  the  city  clerk,  subsequent 
to  1915,  be  accomplished  and  that  one  set  of  these  reproduc- 
tions (presumably  the  negatives)  be  added  to  the  copies 
that  have  been  placed  in  the  public  library  for  safekeeping. 
The  physical  removal  of  one  set  of  reproduced  records  from 
city  hall  eliminates  the  risk  of  loss  of  all  copies  which 
conceivably  could  happen  were  there  a  serious  fire  in  the 
city  hall  with  an  accompanying  flooding  of  the  basements 
where  the  vaults  are  located, 

d.   Revenues  and  Expenditures;   During  the  past 
several  years,  the  receipts  of  the  city  clerk  department 
have  increased  at  a  much  greater  rate  than  have  departmental 
expenditures,  while  the  work  load  of  the  department  has 
approximately  doubled  over  a  20-year  period. 

The  receipts  of  the  department  in  lpi.j.0  showed  an 
increase  of  )l,32$.I\3   over  receipts  of  XQi+7 ■   This  was 
despite  a  decrease  of  2,532  papers  in  I9J4.8  from  the  number 
recorded  or  filed  in  1947 •   As  the  decrease  in  the  number 
of  papers  recorded  is,  in  large  part,  attributable  to  a 
reduction  in  the  number  of  veterans1  discharges  recorded 
for  which  no  fee  is  collected,  the  ratio  of  receipts  to 
number  of  documents  processed  showed  an  increase.   This 
condition,  to  a  decree,  offset  the  increase  in  d epartmental 
expenditures  in  19I4.8  which  resulted  from  a  salary  increase 
of  $300  a  year  to  20  employes  of  the  department. 

Receipts,  expenditures,  and  total  number  of 
papers  recorded  or  filed  from  1930  to  I9I+8,  inclusive 
were  as  follows : 
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Total  Number  Papers 
Year     Receipts      Expenditures  Recorded  or  Filed 

.   .  ii      <m  I   , II,    I'   I    I  '    I i  .'  '    i    ■■  ' ■  f    '  i  '■'   ■'■ 

1958  $25,858.92  $1+6,061-^2  17,757 

1939  27,156.29  U3, 95949  17,272 

19C0  27,866.1+2  UJ+,150.25  17,1+96 

19I+I  29,720-52  1+^,521,15  17,635 

19I12  21,096.61  k2,383.9l+  15,007 

X9I4-3  18,759.61+  ko.Iik5.66  10,07k 

19Uk  20,526.62  k2fol4.3.?9  1247k 

19|+5  2k,X02.77  ^6,17546  26,569 

19I4.6  U+410.7I+  62,088ol+3  55,626 

19k7  65,770.59  71,1+28-67  28,221 

19^8  65-.096.02  75.159.71+  25,689 

The   annual  report  of  the   city  clerk  department 
for   191+7   includes   a  prediction  that   the   introduction  of 
photo-recording   equipment  will   enable    the   department    to 
reduce   its   expenditures    to  a   level  below   that    of    the 
receipts   in  a  matter   of   a   few  years*      It   is  believed   that 
this   is   supported  by  the   relative   increases   of  receipts 
and   expenditures   and   the    increase   in   the  volume   of  papers 
recorded  and  filed  over    the  past   several  years   as   indicated 
in  the  preceding   tabulation, 

l+.      Officers   of   the   City   Council 

■  '■'■■(.ii  '■  — —i   ■  1  iv  ■  1  1 1  ii»  ■  m  ■!■;  i-.pi-..  — 1  i  in.  »  l-iy)i,|.^—.l.iil  1   ■  *,,  piw  ,■■—>■»  n«i^ 

a.   Organization  and  Staff:  As  previously 
indicated,  the  city  counc5XI~"is  provided  with  a  city  mes- 
senger and  a  clerk  of  committees,  both  of  whom  are  directly 
responsible  to  the  president  of  the  council.   The  staffs 
assigned  to  these  officers,  as  of  March  1,  19^9,  are  shown 
in  the  following  tabulation: 


Position 


City  messenger 

Assistant  city  messenger 
Second  assistant 

city  messenger 
Document  man 

Assistant  document  clerk 
Stenographer -clerk 
Clerk  (temporary) 

Clerk  of  committees 

Assistant  clerk  of  committees 
Stenographer- clerk 
Stenographer- clerk 
Clerk 

Totals 
-»-*-0n  leave  of  absence 


Number    of 
Employes 

Annual  Pay- 
roll  Cost 

1 

1 

$6,500 
l+,500 

1 

1 

erk  1 

1 

1 

5,300 

5,800 
5,000 
2,500 
2,690 

1 

es      1 
2 
1 
1 

6,500 
i+,900 
6,600 

■JMc 

3,000 

iL 

$1+6,690 

1    '. 
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Both  the  city  messenger  and  the  clerk  of  committees 
are  directly  responsible  to  the  president  of  the  council. 
The  responsibility  of  the  city  messenger  was  originally 
limited  to  the  handling  of  documents  and  providing  a  sergeant- 
at-arms  type  of  service  to  the  council.   The  clerk  of 
committees  position  was  originally  created  to  provide  the 
stenographic  services  required  by  the  councilors.   The  lat- 
ter responsibility  has  fallen  to  the  city  messenger  by 
default.   This  situation  has  resulted  in  a  complete  ab- 
sence of  any  line  of  authority  and  responsibility.   The 
staff,  in  general,  is  permitted  to  come  and  go  at  will  and 
to  operate  under  very  limited  supervision.   As  previously 
indicated  in  this  report,  the  situation  can  best  be  corrected 
by  eliminating  the  positions  of  city  messenger  and  clerk 
of  committees  and  assigning  their  duties  to  the  city  clerk. 

The  size  of  the  stenographic  staffs  of  the 
city  messenger  and  of  the  clerk  of  committees  is  based  upon 
the  peak  demand  for  stenographic  services.   It  is  reported 
that  about  threes-fourths  of  the  council  members  are  in  the 
city  hall  daily  from  two  to  three  hours  and, during  this 
period,  frequently  require  stenographic  service.   Although 
these  members  do  not  maintain  regular  office  hours,  they 
are  customarily  present  during  the  afternoon.   Several 
may  request  a  stenographer  at  the  same  time.   It  should 
be  a  very  simple  matter  to  provide  the  stenographic  services 
required  by  the  councilors  without  such  a  large  staff  of 
stenographers.  If  dictation  equipment  were "provided,  the 
transcription  work  could  be  spread  over  a  much  longer  period 
of  time,  thus  making  it  possible  to  reduce  the  stenographic 
staff.   Six  machines  should  be  adequate.   Tho  original 
cost  of  such  equipment  would  be  email,  und  substantial 
long-term  savings  would  result  through  the  reduction  in 
personal  services  expenses. 

The  procurement  of  dictation  equipment  and  the 
adoption  of  forceful  and  prudent  management  policies  and 
procedures  would  make  it  possible  to  eliminate  five  positions 
from  the  staff  of  the  city  council. 

In  addition  to  the  positions  shown  in  the  pre- 
ceding tabulation  as  serving  the  council,  six  police  officers 
are  assigned  to  duties  In  the  council  chamber  and  in  the 
corridors  adjacent  thereto  during  council  meetings.   This 
is  reported  as  extra  duty,  for  which  the  officers  receive 
$200  per  year  in  addition  to  their  regular  salaries.   These 
police  officers  maintain  order,  admit  to  the  gallery  of 
the  council  chamber  only  those  able  to  find  seats  during 
council  proceedings,  and  carry  out  the  instructions  of  the 
city  messenger  as  to  policing  and  the  orders  of  the  chair 
in  taking  those  measures  necessary  to  maintain  order 
during  meetings. 


*     ') . 


*  t  M 


-13- 

b.  Stenographic  Services:   In  addition  to  em- 
ploying a  staff ~6T~"stenographers  to  handle  the  work  of  the 
individual  councilors,  the  council  engages  the  services 

of  an  official  stenographer  on  a  contract  basis  to  record 
the  council  proceedings  and  the  proceedings  of  certain 
of  the  committee  meetings.   During  the  year  ending 
December  31,  19^8,  the  expenditures  for  this  service 
amounted  to  $l6,333»   Of  this  amount,  $11,000  represented 
the  contract  figure  for  the  stenographic  report  of 
council  proceedings;  the  balance  was  for  additional  ser- 
vices  ordered  at  a  contract  rate  of  36  cents  for  the 
first  100  words  of  transcription,  known  as  a  folio,  and 
8  cents  for  each  additional  100  words.   The  additional 
services  were  for  transcripts  of  proceedings  before 
council  committees  when  such  a  transcript  was  requested 
by  the  committee  chairman.   There  is  no  contract  fee  basis 
for  this  type  of  arrangement.   One  competent  shorthand 
reporter  could  easily  handle  this  work.   Such  a  position 
is  now  included  in  the  staff  of  the  mayor !s  office  at  an 
annual  rate  of  $1+300,   It  is  recommended  that  the 
council  discontinue  the  practice  of  contracting  for  steno- 
graphic  services  and  employ  a  competent  shorthand  reporter, 

c.  Distribution  of  Documents :   City  documents 
are  stored~iri  a  Socument  room  on  the  fourth  floor  of  city 
hall.   Current  copies  are  kept  in  bins  in  the  city  messenger ts 
outer  office  where  the  document  man  and  the  assistant  docu- 
ment clerk  are  on  duty.   Except  for  important  documents, 

such  as  the  mayor's  annual  message,  the  printing  department 
delivers  I4.OO  copies  of  each  document  to  the  city  messenger, 
Documents,  such  as  the  mayor's  message,  which  are  in  con- 
siderable demand,  are  printed  in  greater  volume  and  more 
than  the  regular  number  of  copies  are  delivered  to  the 
city  messenger. 

The  city  messenger  maintains  a  mailing  list 
for  documents.   There  are  approximately  85O  addressees  on 
this  list.  Many  of  those  on  the  list  receive  a  copy  of 
all  documents.   Approximately  a  dozen  requests  are  received 
daily  for  specific  documents.   Reasonable  diligence 
is  exercised  in  purging  the  list  of  addressees  whose  interest 
in  the  documents  may  have  been  transitory  and  to  add  to  the 
list  only  addressees  with  a  bona  fide  interest  in  city 
documents.   Except  the  Revised  Ordinances  of  19U7>  f°r 
which  a  charge  of  one  dollar  each  Is  made,  the  documents 
are  distributed  without  charge. 

The  documents  are  stored  in  wooden  bins,  and 
an  attempt  is  made  to  distribute  the  weight  over  as  large 
a  floor  area  as  possible,  as  there  Is  some  indication  that 
the  supply  of  documents  maintained  causes  excessive  weight 
for  the  supports  of  the  floor  of  the  document  room.   This 
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situation  could  be  relieved  somewhat  if  only  the  more  recent 

documents  were  kept  in  the  document  room  and  the  copies 

of  older  documents  were  stored  in  the  city  hall  or  city  hall 

annex  basements.   Moreover,  a  smaller  supply  of  documents 

in  the  document  room  would  permit  better  binning  and  eliminate 

the  necessity  of  piling  documents  in  the  corridors  of  the 

document  room  so  as  to  distribute  the  weight. 

d.  Storing  of  Processed  Claims:   'The  assistant 
clerk  of  committees  acts  as  clerk  to  the  committee  on  claims. 
Petitions  are  received  in  the  city  clerk  department  and 
forwarded  to  the  council  where  they  are  referred  to  the  com- 
mittee  on  claims.   The  assistant  clerk  of  committees  logs 
these  in  his  records  and  forwards  them  to  the  law  department 
for  its  recommendation  on  each  claim.   The  committee,  as  a 
matter  of  policy,  follows  the  recommendations  of  the  law 
department.   The  claims  with  all  accompanying  attached 
documents  are  returned  by  the  law  department  and  are  held  in 
the  custody  of  the  assistant  clerk  of  committees. 

Proper  storage  of  the  older  claims  is  difficult 
because  of  the  bulk  that  they  represent.   It  is  understood 
that  the  law  department  has  refused  the  clerk  permission 
to  destroy  any  of  these  documents.   Claims  covering  the 
years  1912  to  19^2,  inclusive,  are  stored  in  a  supply 
closet  where  they  constitute  a  fire  hazard,  and  those  from 
I9I4-3  "to  date  are  stacked  on  a  large  table  in  the  clerk* s 
office  where  they  constitute  a  definite  fire  hazard  and 
where  they  have  accumulated  a  heavy  covering  of  dust. 
There  is  no  valid  reason  why  those  claims  outlawed  by  the 
statute  of  limitations  cannot  be  destroyed.   It  is,  there- 
fore, recommended  that  the  law  department  authorize  their 
destruction, 

e.  Official  Correspondence ;   The  city  council 
does  not  maTntaln  a  complete  set  oF~Correspondence  files. 
Such  a  situation  is  certainly  not  due  to  any  absence  of 
available  personnel  to  maintain  the  files.   It  is  apparently 
due  to  the  position  of  the  councilman  that  such  correspon- 
dence does  not  represent  official  city  business,  but  is  solely 
the  business  of  the  individual  so  corresponding. 

It  is  recognized  that  there  are  certain  activities 
engaged  in  by  the  members  of  any  legislative  body,  which, 
while  closely  related,  do  not  actually  constitute  official 
business.   However,  such  reasoning  does  not  excuse  the 
absence  from  the  files  of  correspondence  written  in  the  name 
of  committees.   There  is  little  question  but  that  this  is 
city  business,  and  any  and  all  correspondence  regarding  com- 
mittee business  is  and  should  be  retained  as  the  property 
of  the  city.   Moreover,  there  is  some  logic  in  assuming 
that  all  correspondence  written  on  city  stationery  and 
signed  by  a  councilor  as  such  is  city  property. 
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It  Is,  therefore,  recommended  that  as  a  minimum, 
the  council  be  required  to  maintain  complete  files  of 
all  correspondence  dealing  with  the  actions  or  proposed 
actions  of  the  council  at  large  or  of  any  one  of  its 
committees. 

f .  Expendi  ture  Requirements :  The  expenditures 
of  the  city  council  for  the  year  ending  December  31,  19^8 
are  shown  in  the  following  tabulation: 

Item  Amount 


Personal  services  $  9^-»79t 

Contractual  services  67,578 

Equipment  1,823 

Supplies  U,893 

Total  $169, 0R9 


In  a  preceding  section  of  this  report,  the  total 
annual  payroll  cost  for  the  officers  of  city  council  is 
shown  as  $14.6,690.   The  difference  between  this  figure 
and  the  $9^4-, 79m-  shown  in  the  preceding  tabulation  is  that 
the  latter  includes  the  salaries  of  the  councilors  and  the 
services  for  a  temporary  employe- for  four  months.   If  the 
recommendations  in  this  report  are  adopted,  it  is  believed 
that  the  annual  personal  service  expenditures  of  the  city 
council  can  be  reduced  by  approximately  $27,000.   This 
is  summarized  as  follows: 

Elimination  of  position  of 
city  messenger  $6,300 


Elimination  of  position  of 
clerk  of  committees  6,300 

Elimination  of  five  clerical 
positions  jjjkMS 

Total  $27,090 


The  expenditure  of  $67,578  for  contractual 
services  is  classified  by  the  auditing  department  as  follows: 

City  council  $21,  23I4. 

City  council  proceedings   16,333 
City  documents  $0,011 

Total  $67,578 

The  principal  item  in  the  expenditure  of  $21,23i| 
is  the  roping  of  streets  on  public  occasions.   Smaller 
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araounts  are  due  to  the  arrangement  for  maintaining  the 
flag  poles  and  raising  the  flags.   If  the  recommendations 
regarding  these  activities  are  adopted,  it  is  believed  that 
a  saving  of  $15,000  would  accrue  to  the  city. 

The  expenditure  of  $16,333  was  ma^e  ?or    steno- 
graphic services  to  record  city  council  proceedings*   If 
the  recommendation  to  accomplish  this  work  on  a  force- 
account  basis  is  adopted,  a  saving  of  approximately  $12,000 
would  result. 

The  expenditure  of  $30,011  for  city  documents 
simply  constituted  a  transfer  of  funds  to  the  printing 
department,   Otha?  than  through  a  reduction  in  the  number 
of  copies  ordered,  it  is  not  within  the  jurisdiction  of 
the  city  council  to  effect  any  economies  in  this  item, 

5*   Registry  Department 

a.   Organization  and  Staff t   The  registry  depart- 
ment is  under  the  jurisaTc^fbn  of ■ tHe  city  registrar  who 
is  directly  responsible  to  the  mayor.   The  staff  of  the 
department  is  shown  in  the  following  tabulation t 

Number  of   Annual  Pay- 
Position  Employes   roll  Cost 


Registrar 

Assistant  registrar 

Clerk 

Cashier-clerk 

Clerk- stenographer 

Clerk-typist 

Bookkeeper -registrar  clerk 

Research  assistant 

Deposition  clerk 

Totals 


1 

$6,ooo 

2 

7>500 

7 

18*000 

1 

2,600 

6 

15,200 

18 

35,700 

1 

1,700 

k 

7,500 

1 

2,600 

Ul  ' 

$96,800 

— ■ — - 



The  registrar  has,  by  design,  maintained  considerable 
flexibility  in  the  organization  structure  of  the  department* 
The  activities  of  accepting  fees,  indexing  records,  making 
depositions,  sorting  mail,  and  maintaining  accounts,  are 
assigned  to  rather  clearly  defined  organization  units  and 
the  processing  of  records  by  the  three  principal  classes 
(births,  marriages,  and  deaths)  is  segregated  both  as  to 
counter  work  and  as  to  typing  and  proofreading.   It  is 
considered  necessary,  however,  to  reassign  employes  fre- 
quently to  meet  the  peak  dems  nds  at  the  counter  where 
applications  are  received.  During  the  noon  hour,  in  particular, 
when  the  volume  of  traffic  at  the  counter  is  at  the  maximum, 
the  regular  clerks  assigned  to  serve  the  public  are  assisted 
by  others  who  are  diverted  from  their  regularly  assigned  task 
of  processing  records. 


V 

,1 
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The  registrar  has  made  a  work  load  study  that 
appears  to  support  a  staff  of  J+X  employes  to  carry  out 
the  function  of  the  department*   This  study  reveals  that  the 
work  load  of  the  department  has  increased  twofold  during 
the  past  decade.   Observations  made  by  the  authors  of  this 
report  indicate  that  the  staff  is  adequate,  but  not  ex- 
cessive. 

b.   Recording  and  Collecting  procedures:  A 
"Standard  Certificate  of  Birth""  is  prepared  by  the  attendant 
at  birth  and  is  filed  with  the  registrar.   Prom  the  informa- 
tion shown  thereon,  a  record  of  the  pertinent  facts  is  sent 
to  the  parents  of  the  child  with  the  request  that  the 
facts  be  checked,  any  necessary  corrections  be  recorded,  and 
the  form  be  signed  and  returned  to  the  registry  depart- 
ment e   A  copy  of  this  completed  form  is  then  sent  to  the 
state  health  department.   A  card  is  prepared  from  the 
"Standard  Certificate  of  Birth"  for  filing,  by  the  name  of 
the  child*   A  certificate  is  prepared  and  forwarded  to 
the  office  of  the  secretary  of  state  of  the  Commonwealth 
to  be  recorded  by  the  division  of  vital  statistics.   The 
original  certificate  is  retained  in  the  office  of  the 
registrar.   These  certificates  are  bound  in  volumes  of  5OO 
each. 

Marriage  license  applicants  file  a  '"Notice  of 
Intention  of  Marriage"  and  pay  a  fee  of  $2.00  plus  postage 
to  cover  the  return  of  the  license  by  the  officiating 
clergyman  or  magistrate  after  entry  thereon  of  the  required 
facts  concerning  the  ceremony.   The  applicants  are  issued 
a  marriage  license  card  which  may  be  exchanged  for  the 
marriage  license  at  the  end  of  five  days  and  prior  to  the 
expiration  of  60  days.   The  registry  department  prepares 
two  cards,  on  the  first  line  of  which  is  entered  the  name 
of  the  applicant  and  on  the  second  line  is  entered  the 
name  of  the  other  party  to  the  marriage.   Cards  are  filed 
by  the  names  appearing  on  the  first  line. 

When  the  licenses  are  issued,  the  cards  are  re- 
moved from  a  temporary  file,  the  marriage  license  number  is 
recorded  thereon, and  the  cards  are  placed  in  a  permanent 
file.   After  the  licenses  have  been  returned,  certificates 
of  marriage  are  completed  and  forwarded  to  the  office  of  the 
secretary  of  state  to  be  recorded  by  the  division  of  vital 
statistics,   A  record  of  the  marriages  is  entered  on  a 
form  which  is  headed  "Marriages  Registered  in  the  City  of 
Boston."   These  sheets  are  bound  by  calendar  years  and 
form  a  permanent  record.   The  notices  of  intention  and  the 
marriage  licenses  are  also  bound  for  permanent  record. 

At  the  time  of  a  death,  a  "Standard  Certificate 
of  Death"  is  prepared  by  the  attending  physician  and  by  the 
undertaker  and  delivered  to  the  board,  of  health  which  issues 
a  burial  permit  and  forwards  the  certificate  to  the  office 
of  the  registrar  for  recording  and  filing,   A  card  record 
of  the  death  is  prepared  and  a  record  of  the  death  is  also 
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entered  on  a  form  headed  "Deaths  Registered  in  the  City  of 
Boston"  and  is  bound  by  years  as  a  permanent  record.   A 
"Standard  Certificate  of  Deathn  is  then  prepared  for 
filing  with  the  secretary  of  state  to  be  recorded  by  the 
division  of  vital  statistics,   The  election  department  is 
informed  of  the  decease  of  those  persons  who,  in  the  opinion 
of  clerks  in  the  office  of  the  registrar,  are  likely  to 
appear  on  the  list  of  voters. 

The  collections  made  by  the  cashier  are  delivered 
daily  to  the  city  collector,   The  cashier  and  the  two  em- 
ployes who  provide  relief  are  bonded. 

The  registrar  is  to  be  commended  for  the  policies 
and  procedures  that  he  has  inaugurated  or  improved  upon  to 
reduce  the  time  required  to  process  various  documents  within 
the  office.   Forms  have  been  designed  to  permit  the  typing  of 
multiple  copies  where  they  are  needed;  control  of  marriage 
licenses  by  the  use  of  prenumbering  has  been  established; 
alteration  of  certificates  has  been  made  more  difficult  by 
the  use  of  watermarked  paper;  and  the  processing  of  records 
has  been  studied  with  the  result  that  a  workflow  pattern  has 
been  established.   The  number  of  operations  that  must  be 
performed  in  the  processing  of  records  is  known  and  production 
quotas  have  been  established  for  each  of  these  operations. 

c, Preservation  of  Records:   Three  copies  are 

maintained  of  aTl  records  of  DTrtHs7"*marriages,  and  deaths 
that  have  been  processed  since  the  creation  of  the  registry 
department  in  l8l+9«  One  C0Py  °t  each  record  is  on  file  in 
the  office  of  the  secretary  of  state.  The  preservation  of 
these  vital  records,  processed  during  the  past  100  years, 
seems  to  be  adequately  ensured  in  the  event  of  fire  in  the 
city  hall  or  in  the  event  of  flooding  of  the  vaults  in  the 
basements  of  the  city  hall  building  or  its  annex. 

However,  records  of  vital  statistics  prior  to  1814-9 
and  documents  in  the  custody  of  the  department  relating  to 
the  early  history  of  Boston  are  retained  in  the  registrar^ 
office  where  their  preservation  would  be  threatened  in  the 
event  of  a  serious  fire  in  the  city  hall  building  or  annex. 
These  records  are  referred  to  very  infrequently  in  the  conduct 
of  the  affairs  of  the  department,  but  they  are  consulted  from 
time  to  time  by  persons  with  a  genealogical  interest. 

It  is  recommended  that  these  ancient  records  be 
transferred  to  the  library  department  where  there  are  faci- 
lities for  their  more  complete  safekeeping  and  security. 
Moreoever,  the  library  is  in  a  position  to  provide  persons 
referring  to  these  records  with  adequate  working  space  and 
accommodations  without  interfering  with  operating  activities. 
This  is  not  the  case  when  outsiders  refer  to  the  records  in 
the  limited  office  space  provided  to  the  registry  department. 

The  storage  of  records  is  becoming  an  increasing 
problem.   It  is  recommended  that  the  registrar  initiate  a  study 
to  determine  the  extent  to  which  the  research  activities  of  the 
department  require  reference  to  records  which  date  back  five 
or  more  years.   Consideration  should  be  given  to  microfilming 
those  records  which  the  study  determines  are  subject  to  in- 
frequent reference. 


IV 
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d.   Revenues  and  Expenditures;   As 


set 


forth 
the 


in  the  following  tabulation,  the  expenditures  of 
registry  department  were  $112,075«9*J  in  1948,  an  increase 
of  roughly  two-thirds  over  the  1938  figure  of  $66,636,380 
Departmental  receipts  in  1948  were  $61,236.04,  or  roughly, 
140  percent  of  collections  reported  in  1938,  which  amounted 
to  $24,323«56.   During  this  period,  the  workload  of  the 
department  has  approximately  doubled. 


There  appears  to  be  little  opportunity  for  the 
department  to  increase  its  revenue  sources.   Fees  are,  for 
the  most  part,  uniform  throughout  the  country  for  the 
type  of  services  that  the  registrar  renders.   There  is 
evidence  that  the  department's  workload  has  increased 
as  the  result  of  the  greater  realization  on  the  part  of 
public  of  the  need  for  properly  certified  copies  of  birth; 
marria.ge,  and  death  certificates  for  various  legal  purposes. 


the 


Recei 

Lpts   and    expenditures 

of    the   department    for 

the   years    1938 

-   1948,    inclusive,    were  as   follows 

• 

Persona.1 

Other 

Total  Expen- 

Excess Expen. 

Year 

Receipts 
$24,324 

Services 
$48,946 

Expenses 
$17,690 

ditures 

Over  Receipts 

1938 

$66,636 

$42,313 

1939 

37,037 

50,626 

14,875 

65,500 

28,463 

1940 

50,793 

49,075 

8,S44 

57,619 

6,827 

1941 

60,331 

50,423 

10,094 

60,517 

186 

1942 

86.812 

60,039 

14,762 

74,802 

12,010** 

1943 

66,348 

62,593 

12,100 

74 , 694 

8,3^ 

1944 

51,577 

67,221 

9,275 

76,496 

24,920 

1945 

51,350 

70,556 

15,997 

86,553 

35,203 

1946 

62,412 

75,230 

16,006 

91,236 

28,823 

1947 

63,370 

83,534 

20,606 

104,141 

40,741 

1948 

61,236 

86,950 

'  25,126 

112,076 

50,840 

**Excess  of  receipts  over  expenditures 


6.   Statistics  Department 


a 


Functions : 


The  statistics  department  was 
oe  of  publishing  such  statistics  re- 


created for  the  purpoi 
la  ting  to  the  City  of  Boston  and  other  cities  as  the  board 
of  trustees  deems  important.   It  is  responsible  for  the 
publication  of  the  City  Record  and  the  Municipal  Register. 
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From  a  small,  incomplete  research  library,  the  department 
provides  information  on  historical,  geographical,  and  poli- 
tical facts  about  Boston,   It  also  provides  a  newspaper 
clipping  service  for  the  mayor  and  attempts  to  provide 
modern  foreign  language  translations  of  letters  received 
by  the  mayor's  office. 

There  is  little  or  no  relationship  among  the 
activities  assigned  to  the  statistics  department.   For  the 
most  part,  they  are  an  assortment  of  minor  activities  which 
have  been  thrown  together  with  the  sole  effect  of  creating 
another   independent  agency  in  the  city  government,  with 
its  consequent  overhead  and  administrative  expenses.   All 
of  these  activities  could  be  handled  more  effectively  and 
economically  by  other  agencies  of  the  city  government. 

The  main  reason  for  maintaining  a  statistics 
department  is  to  supply  facts  and  figures  relating  tc  Boston 
and  its  city  government,  present  and  past.   The  present 
organization  of  the  department  and  the  facilities  available 
do  not  equip  it  to  perform  this  service.   Some  of  the 
records  necessary  to  furnish  historical  data  are  in  the 
department Ts  custody,  but  they  are  not  at  present  organized 
in  a  manner  which  makes  research  easy  for  an  outside 
inquirer.   The  demand  from  outside  sources  for  research 
is  surprisingly  small.   It  might  easily  be  much  greater  if 
the  department  were  able  to  offer  adequate  research 
facilities.   The  provision  of  those  facilities  would  demand 
that  a  comfortable  reading  room  be  made  available  for  public 
use;  that  the  documents  in  the  library  be  properly  indexed; 
and  that  a  trained  staff  be  available  to  assist  in 
research  work. 

The  furnishing  of  research  facilities  to  outside 
bodies  is  not  the  proper  function  of  the  statistics  depart- 
ment.  It  is  more  properly  placed  in  the  public  library 
where  facilities  and  trained  staff  are  available.   It  is 
recommended  that  the  volumes  now  held  by  the  statistics 
department  be  transferred  to  the  custody  of  the  public 
library.   It  is  suggested  that  if  those  volumes  were  stored 
in  the  business  branch  of  the  public  library,  which  is 
adjacent  to  the  city  hall,  they  would  be  easily  available 
for  use  by  city  employes  when  required  and  would  also  be 
more  accessible  to  the  public  than  at  present. 

Inquiries  received  by  the  department  by  mail 
usually  are  for  statistics  about  specific  city  activities 
or  requests  for  literature  dealing  with  Boston.   The  former 
type  of  requests  often  originate  with  other  cities  interested 
in  Boston  activities  of  a  specific  type,  and  the  staff  of  the 
department  seeksto  procure  the  information  requested.   These 
often  come  from  school  child  ren  preparing  an  essay  on  Boston, 
from  people  intending  to  visit  Boston,  or  from  other  cities 
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seeking  to  exchange  city  reports.   For  answering  such 
inquiries,  the  statistics  department  uses  publications  of 
the  Chamber  of  Commerce,  the  New  England  Council,  or  hand- 
books issued  by  travel  agencies.   Such  inquiries  are  addressed 
generally  to  the  mayor's  office  and  forwarded  from  there 
to  the  statistics  department  or  to  the  secretary  of  the 
department  in  his  capacity  of  public  relations  officer.   This 
limited  work  could  well  be  handled  by  the  library  department. 

The  work  involved  in  the  publication  of  the  City 
Record  and  the  Municipal  Register  is  divided  into  three 
categories  as  follows:   editing,  printing,  and  business 
management. 

The  editing  is  accomplished  by  an  editor  and  his 
assistant  who  are  directly  responsible  to  the  mayor,  and 
the  printing  by  the  printing  department.   The  city  council 
staff,  or  the  city  clerk,  edit  other  city  documents. 

Analysis  of  current  issues  of  the  City  Record 
revealed  that  more  effective  and  objective  editing  of  material 
submitted  would  result  in  considerable  savings  in  printing 
and  paper  costs.   The  value  of  printing,  at  the  taxpayers1 
expense,  long  lists  of  personnel  changes  or  tabulations  of 
building  permits  granted  might  well  be  questioned. 

The  printing  denartment  handles  the  arrangement 
and  printing  work  for  both  publications.   This  is  logical. 
However,  consideration  might  well  be  given  to  economies 
that  might  be  obtained  by  the  use  of  offset  processing  for 
these  publications  as  well  as  for  other  work  handled  by 
the  printing  department. 

The  business  management  of  the  City  Record 
is  a  highly  overrated  activity  because  of  the  unrealistic 
attempt  to  operate  the  City  Record  on  a  profit  and  loss 
basis.   For  the  most  parTT,  thTs  activity  should  be  dis- 
continued. 

The  personnel  of  the  department  are  not  qualified 
to  provide  modern  foreign  language  translations.   On  the 
infrequent  occasions  when  such  service  is  required,  it  must 
be  obtained  on  a  contract  basis.   Such  a  matter  could  be 
handled  just  as  simply  by  the  mayor's  office. 

The  news  clipping  service  which  absorbs  most  of 
the  time  of  the  staff  of  the  department  is  a  service  per- 
formed wholly  for  the  benefit  of  the  mayor.   If  such  is 
desired  by  the  mayor,  it  should  be  done  by  one  of  his 
secretaries  or,  better  still,  by  subscription  to  a  private 
news  clipping  service. 

The  transfer  of  the  several  functions  of  the 
statistics  department  to  other  agencies  as  suggested  in  the 
preceding  paragraphs  would  permit  the  abolition  of  the 
department.   Such  transfers  should  be  accomplished  without 
increasing  the  staffs  of  any  of  the  other  agencies. 
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b.      Organization   and    Staff   of    the   Statistic s 
Department;      The    statistics   department   is   under   the  "Juris- 
diction   oT  a   board   of    trustees  who   are   appointed  by  the  mayor 
for   terms   of  five   years.      The  chairman,    also   selected   by 
the  mayor,    is   the  administrative  head   of  the   department   and 
regards    the  position  as  full-time.      The   City  Record  editor 
and   associate    editor   are    appointed  by   the  mayor,    occupy 
offices   separate   from   tho-je   of  the  statistics   department, 
and   take  their    instructions  direct   from  the  mayor's   office 
rather   than   from  the   statistics   department* 

The   staff  of  the    statistics   department,    their 
titles   and   salary  rates   on   January  I4.,    3-9*4-9  >    were   as    follows: 

■    , ..  Number    of     Annual  Payroll 

Position  Employes  Cost 


Chairman  of    the  board   of   trustees      1  $L|.,000 

Secretary  1  4, .000 

Stenographer-clerk  2  5,200 

Archivist  1  2,500 

Stenographer-clerk  1  2,4-00 
Historical  research  clerk 

(temporary)  1  2,300 
Historical  research  clerk 

(temporary)  1  2,900 

Subtotals  8  $23,300 


Editor    (City  Record)                                     1  $3,700 

Associate   editor                                      1  2,500 

-   ■   ■■»  ■  *f  MP"             ■■■fa      ■■■-—. 

Subtotals                  2  #6,200 


Grand  Totals  10       $29,500 


The  secretary  of  the  statistics  department  is  also  business 
manager  of  the  City  Record  and  public  relations  officer  in 
the  mayor T s  officer  He  is  paid  only  as  secretary  of  the 
statistics  department.   One  of  the  stenographer-clerks  keeps 
the  financial  records  of  the  department.   The  temporary 
historical  research  clerks  are  in  charge  of  the  library  and 
do  any  necessary  research  work  outside  of  the  department. 

The  secretary  of  the  department  is  appointed  by 
the  mayor,  and  the  two  temporary  clerks  now  employed  were 
assigned  to  the  department  by  the  mayor Ts  office.   Thus, 
control  of  the  department  lies  with  the  mayor  and  is  apt 
to  change  with  a  change  of  administration.   The  present 
chairman  served  in  the  same  capacity  from  X93U-  to  1957, 
was  replaced  in  1938  DJ  the  new  administration  and  reappointed 
in  I9I16  at  the  beginning  of  the  present  administration.   The 
two  temporary  clerks  came  to  the  department  in  I9U6  displacing 
two  who  had  been  appointed  by  the  previous  administration. 
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The  effect  of  the  change  of  personnel  at  the  top 
level  has  been  to  destroy  continuity  in  the  conduct  of  the 
office  business  and  to  promote  a  lack  of  interest  in  the 
job  and  a  sense  of  frustration  among  the  staff.   Management 
of  the  office  has,  in  fact,  remained  for  long  periods  in  the 
hands  of  the  stenographer-clerk  who  keeps  the  financial 
records  and  who  has  worked  in  the  department  for  28  years. 
Management  of  the  office  is  informal,  and  there  is  little 
correlation  of  the  activities  of  various  members  of  the 
staff.   No  records  are  kept  of  sick  leave  or  absence,  and 
the  chairman  would  determine,  if  it  became  necessary, 
the  justification  of  paying  an  employe  during  a  particular 
absence. 

c.   Facilities ;   The  office  of  the  department,  for- 
merly on  tEe  seventh  floor  of  the  city  hall,  has  been  moved 
to  the  fifth  floor  because  the  former  location  was  declared 
unsafe.   Some  of  the  reference  books  are  housed  in  the 
office;  others  are  kept  in  rooms  on  the  sixth  floor.   There 
are  no  facilities  which  would  enable  members  of  the  public 
to  consult  records  in  the  library  or  be  comfortably  seated 
while  making  notes. 

The  department  cannot  furnish  information  as  to 
the  number  of  volumes  in  its  library.   The  library  is  com- 
prised of  bound  volumes  of  city  records,  reference  books, 
and  books  dealing  with  the  history  of  Boston.   During  a 
former  administration,  the  material  for  mayors'  speeches 
was  assembled  in  the  department,  and  it  is  reported  that 
current  reference  books  were  then  available.   The  move 
from  the  seventh  to  the  fifth  floor  was  made  very  hurriedly, 
and  some  library  documents  disappeared  at  that  time. 

The  library  contents  are  said  to  have  been  well 
arranged  and  easily  available  when  they  were  on  the  seventh 
floor a   At  present,  they  are  poorly  arranged  and  difficult 
to  find.   The  room  on  the  sixth  floor  where  the  greater 
number  of  volumes  are  housed  is  badly  furnished,  poorly 
lighted,  and  depressing  in  atmosphere.   The  books"  themselves 
are  kept  dry  and  are  not  deteriorating,   They  are  very  seldom 
used. 

An  alphabetically  arranged  card  index  is  kept  in 
the  department  office,   It  is  said  that  it  once  constituted 
a  complete  list  of  all  books  in  the  library  and  indicated 
where  each  was  shelved.   Some  cross-reference  cards  were 
also  included.   The  index  is  now  of  only  historical  interest. 
It  is  probable  that  many  of  the  documents  listed  are  no 
longer  in  the  library.   It  is  certain  that  documents  are 
not  stored  where  the  cards  indicate  because  these  cards  all 
refer  to  locations  on  the  seventh  floor  which  was  vacated 
four  years  ago. 
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d, Business  Management  of  the  City  Record:   The 
responsibility  for  tEe"  business  management  ' of  the'  City 
Record  rests  with  the  statistics  department,  the  business 
manager  being  secretary  of  that  department.   Subscriptions 
are  solicited  and  advertising  and  subscription  receipts 
accounted  for  by  the  staff  of  the  statistics  department. 

The  list  of  subscribers  is  maintained  by  date 
of  subscriptions  and  reminders  are  mailed  to  subscribers 
soliciting  renewals.   Three  bookstalls  in  Boston  handle  casual 
sales  of  the  paper.   They  obtain  their  copies  from  the 
statistics  department  for  nine  cents  each,  being  credited 
in  full  for  returned  copies.   Occasional  copies  are  sold 
for  cash  over  the  counter  in  the  statistics  department, 

The  principal  items  of  revenue  and  expenditures 
for  the  year  I9I18  were  as  follows: 

Revenue 


Subscriptions  and   sales   to  outside  agencies       $1,981 

City  department   subscriptions  55^ 

Charges  against   city  departments  for 

advertising  21,715 

Total  $2lj.,2U6 

Expenditures 
11 " "* ■  "M 

Personal  services  $   5,853 

Contractual   services  3&>323 

Supplies  Xj54 

Total  1^2,330 


The  expenditures  detailed  above  do  not  reflect  the  cost  of 
any  services  performed  by  the  statistics  department  as 
these  are  made  from  the  appropriation  of  that  department* 

It  is  evident  from  the  preceding  tabulation  that 
^e  City  Record  does  not  produce  receipts  which  even 
approacn  the  expenditures.   Furthermore,  the  bulk  of  receipts 
are  fictitious  as  they  represent  a  book  charge  against 
other  departments  and  agencies.   The  paper  is  financed  by 
a  modified  revolving  fund,  which  is  supplemented  with  yearly 
appropriations.   Little,  if  anything,  is  gained  by  this 
arrangement,   Whether  or  not  the  paper  is  self-supporting 
depends  upon  the  charges  made  by  the  printing  department 
for  printing  and  paper  and  the  charges  made  against  other 
city  agencies  for  advertising.   Neither  of  these  charges 
are  based  upon  actual  cost;  consequently,  any  incentive  for 
efficient  operation  is  lost.   It  is  recommended  that  the 
printing  department  be  given  a  sufficient  appropriation  to 
print  the  City  Record,  and  that  it  also  be  made  responsible 
for  distribution  and  sales.   Charges  to  departments  for  adver- 
tising should  be  discontinued. 
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e.   Advertising  Policy  of  the  City  Record:   All 
of  the  adver t i s ing  carri e d~in'~tHe~lTi ty  Record  is  entered  by 
other  city  departments. 

At  a  meeting  of  the  board  of  trustees  in  October 
19M3,  a  decision  was  made  to  solicit  advertising  from 
private  sources.   It  was  proposed  that  the  same  charge 
would  be  made  for  private  advertisements  as  is  made  to  city 
departments.   The  editor  of  the  City  Record  is  opposed  to 
the  inclusion  of  such  advertisements  on  the  ground  that 
revenue  would  be  small;  that  most  advertisers  would  be 
hoping  the  city  would  grant  them  favors  in  return  for  their 
advertising;  and  that  advertisement  soliciting  is,  in  general, 
a  specialized  business  in  which  the  city  is  inexperienced 
and  likely  to  experience  dif f iculties*   This   is  a  reasonable 
and  logical  conclusion.   It  would  seem  that  the  function 
of  the  City  Record  is  to  publish  the  official  news  of  the 
city  and  not  compete  with  private  publications  for  adver^ 
tising.,   The  expense  incurred  is  a  normal  one  to  place  upon 
the  taxpayers  and  there  is  little  basis  for  attempting  to 
make  such  a  publication  self-supporting. 

It  is  recommended  that  the  policy  of  confining 
the  paper  to  the  publication  of  city  information  and  city 
advertising  be  continued  and  that  outside  advertising  not 
be  accepted. 

fft   Expenditures  of  the  Statistics  Department : 
The  following  tabulation  shows  the  expencli'tures  of  the 
statistics  department  during  the  year  ending  December  31, 
I9h8 : 


Item 

Amount 

Personal  services 

Equipment 

Supplies 

Total 

$22,169 
21 

73 
$22,263 

As  previously  mentioned,  the  existence  of  a 
statistics  department  in  the  City  of  Boston  is  unnecessary. 
All  the  work  presently  performed  by  it  could  be  handled 
more  effectively  by  other  agencies  without  any  additions 
to  their  present  staffs.   Consequently,  it  is  believed  that 
all  of  the  funds  necessary  to  support  this  agency  could  be 
saved. 

7.   Office  Space 

None  of  the  agencies  or  activities  discussed  in 
this  report  are  provided  with  adequate  office  space.   Either 
the  space  assigned  is  too  small,  poorly  arranged,  or  it  is 
not  situated  in  the  mo  sit  effective  location. 
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Mention  has  been  previously  made  of  the  conditions 
under  which  the  statistics  department  operates. 

The  registry  department  is  located  on  the  tenth 
floor  of  the  City  Hall  Annex.   It  is  one  of  the  departments 
which  have  the  most  contact  with  the  public.   This  is 
evidenced  by  the  fact  that,  in  I9I4-8,  applications  were  re- 
ceived for  10,55)4.  marriage  licenses.   While  the  space 
assigned  to  the  department  appears  to  be  adequate,  its 
location  is  poor  in  view  of  the  large  number  of  persons 
that  visit  the  registry  daily. 

The  city  clerk  department  is  more  favorably  located 
than  the  registry  department  but  better  conditions  would 
exist  if  the  department  were  located  closer  to  one  of  the 
building  entrances. 

The  council  chamber,  offices  of  the  staff,  docu- 
ment room,  and  storage  facilities  occupy  the  entire  fourth 
floor  of  the  city  hall  building.   The  ordinances  provide 
that  rooms  used  by  the  city  council  shall  be  under  the 
control  of  the  council  president  unless  otherwise  ordered 
by  the  council,   The  present  incumbent  has  delegated 
responsibility  for  the  supervision  of  this  area  to  the  city 
messenger. 

The  arrangement  of  rooms  and  offices  on  the 
fourth  floor  is  very  unsatisfactory  as  it  results  In  a  con- 
siderable amount  of  space  not  being  utilized  effectively. 
The  housekeeping  Is  extremely  poor,  a  condition  that  appears 
partially  attributable  to  the  large  number  of  constituents 
that  seek  individual  council  members  and  to  the  lack  of 
proper  accommodations  for  the  councilors  to  confer  privately 
with  these  visitors. 

The  office  area  occupied  by  the  staff  assigned  to 
the  council  is  badly  in  need  of  painting  and  in  some  of 
these  rooms  cracked  or  broken  windows  were  observed.   It  is 
considered  that  the  legislative  branch  of  the  government 
of  the  City  of  Boston  should  have  a  headoxuarters  that  is 
in  keeping  with  the  status  that  this  body  is  expected  to 
occupy. 

The  deficiencies  in  the  space  assigned  to  the 
city  council  can  be  corrected  without  having  any  material 
effect  upon  the  space  occupied  by  other  agencies  and  without 
any  undue  expenditure  of  funds.   However,  the  necessary 
.improvements  should  be  undertaken  by  the  public  buildings 
department  as  part  of  an  overall  program  for  improving 
the  working  conditions  in  the  city  hall  and  annex. 

The  deficiencies  in  the  present  location  of  the 
city  clerk  and  registry  departments  cannot  be  eliminated 
without  considerable  study  and  planning.   There  are  numerous 
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other  agencies  of  the  city  government  which  have  continual, 
direct  business  with  the  public  and  should  be  located  near 
entrances  to  the  buildings.   The  amount  of  such  space 
available  is  quite  limited.   Consequently,  any  improvements 
in  the  location  of  these  two  organizations  should  be  dependent 
upon  the  findings  of  a  space  allocation  study  which  it  is 
recommended  in  another  report  of  this  series  be  made  by  the 
public  buildings  department. 


